INTERVIEW SUMMARY

CDS Family & Behavioral Health Services, Inc.
Data Systems Analyst
For each 10 point questions, rate the interviewee on a scale from 1 to 10 (1= lowest and 10 = highest) and indicate rating in right column.  For other point questions, rate as indicated.  In left column provide notes to support your rating.  Provide other comments at end of summary (i.e. notes on appearance, professional demeanor.)

	APPLICANT NAME:
	

	PHONE NUMBER:
	

	
GENERAL INTERVIEW
	
PROMOTION INTERVIEW
	JOB TITLE DESIRED:
	Data Systems Analyst

	INTERVIEWER:
	
	TITLE:
	


	1) Tell us about why you applied for this position.
	Max. 4 points

	          FORMCHECKBOX 
  1point for meaningful work                                       FORMCHECKBOX 
  1 point for developing skills
	Total  _____

	          FORMCHECKBOX 
  1 point for association w/an agency that helps people      FORMCHECKBOX 
  1 point for other positive response
	

	
	

	
	

	
	

	
	

	
	

	
2)  Review the job description.  Is there any reason that you could not perform all of the components listed?
	Max.  10 points

	
	Total  _____

	
	

	
	

	
	

	
	

	3) Please explain in detail all the job training, education and/or work & life experience that you have had that you think would make you successful in this position
	Max 10 points

	
	Total _____

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	4) What experience do you have in customer service? Describe a time when you provided good customer service.
	Max. 10 points

	
	Total _____

	
	

	
	

	
	

	
	

	5) Do you have any experience with accounting tasks?  If so, what accounting tasks have you done??
	Max. 10 points

	
	Total _____

	
	

	
	

	
	

	
	

	6) Tell me about a time when you were required to do a number of things at the same time and how you managed your time to ensure  everything was done on time?
	Max. 10 points

	
	Total _____

	
	

	
	

	
	

	
	

	7) How would your most recent supervisor describe your performance?. What would he/she describe as your strengths and areas in need of improvement?
	Max. 10 points

	        FORMCHECKBOX 
 5 points for acknowledging strengths          FORMCHECKBOX 
 5 points for acknowledging areas for improvement 
	Total _____

	
	

	
	

	
	

	
	

	
	

	8) Tell me about a problem or obstacle you faced in the workplace and how you handled it.
	Max. 3 points

	          FORMCHECKBOX 
  1 point for gathering facts      FORMCHECKBOX 
 1 point  following agency policy  
	Total  _____

	          FORMCHECKBOX 
  1 point for seeking assistance
	

	
	

	
	

	
	

	
	

	
	


	9) How do you manage your personal stress and how would someone know when you were getting stressed?  Which management style minimizes stress for you? How do you handle stress and pressure? / Give an example of a time when you had to handle a stressful situation.
	Max. 10 points

	
	Total _____

	
	

	
	

	
	

	
	

	
	

	10)  Why do you think you would be successful at this job.
	Max. 5 points

	         FORMCHECKBOX 
 1 point for each trait identified
	Total _____

	
	

	
	

	
	

	
	

	11) How do you establish yourself as a team player in a new work environment?
	Max. 3 points

	          FORMCHECKBOX 
  1 point for asking questions of staff           FORMCHECKBOX 
  1 point for learning the rules
	Total _____

	          FORMCHECKBOX 
  1 point for other appropriate response 
	

	
	

	
	

	
	

	
	

	
	

	12) Professional Demeanor
	Max. 4 points

	           FORMCHECKBOX 
  1 point for professional appearance              FORMCHECKBOX 
  1 point for appropriate affect
	Total _____

	           FORMCHECKBOX 
  1 point for professional speaking style      FORMCHECKBOX 
  1 point for appropriate behavior/body language
	

	
	

	
	

	
	

	
	

	                                                                                                                                                     Maximum Points Possible
	89

	Applicants Total Points
	

	COMMENTS:
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